
PeopleAdmin Instructions for Search Chair/Head 

1. Log into PeopleAdmin 

https://etown.peopleadmin.com/hr/sessions/new 

              (contact the HR Employment Manager if you have difficulties logging into PeopleAdmin) 

 

2. To CREATE NEW POSTING: 

In order to “Create New Posting” the following items must be set up on your screen:  

(see below) 

 

 Select:  “Search Chair/Head” from right drop down box 

 

   POSTINGS Tab 

   Select either: 

   Staff & Full Time Coaches Postings; Faculty/SCPS or Student Employment  

 

 

 

 

 

 

https://etown.peopleadmin.com/hr/sessions/new


3. Select “Create New Posting” (ORANGE BOX)  

 

 
 

Your choices are: 

Create from Position Type (new posting)  

                                         or 

Create from Posting (using an existing posting as a template) 

 

4. Add Title of Position, Branch, Division & Department. 

 

 

 

 

 

 

 

 



5. Applicant Workflow:  If you are requiring letters of recommendation from the applicants, please 

choose the following set up below: 

 

If you DO NOT want letters of recommendations from applicants please choose the following set 

up below: 

 

6.  Add POSITION DETAILS ( you will need a current job description to proceed)  

 

 

 

 



POSITION INFORMATION: 

Complete all areas in RED.  You will be able to cut and paste job description, job duties, 

required qualifications and preferred qualifications from job description into PA.  

STATUS: 

Please add hours per week; work schedule, if applicable (this doesn’t apply to Faculty 

openings).  DO NOT ADD SALARY INFORMATION. 

ADVERTISING: 

Elizabethtown College typically advertises with Pennlive.com; Lancasteronline.com; 

Student Affairs.com; Higheredjobs.com  (which includes various other media outlets)  

Depending on position we may also use other specific media outlets. 

If you have a specific outlet you wish the position to be advertise in, please list as 

OTHER. 

 

POSTING DETAIL INFORMATION: 

Include:    

-Number of vacancies 

-Desired start date 

-Open until filled “YES” 

 

                    SAVE/Choose NEXT  

 

Budget Information-  Leave blank  

Supplemental Questions- You may select questions for applicants to answer to weed 

out applicants based on requirements for the position.  Only choose maximum of 5 

questions. 

Documents Needed to Apply-    Resume or CV & Cover Letter are always REQUIRED 

If you would prefer other attachments, choose those as OPTIONAL; Letters of 

Recommendation (make optional) 

Internal Posting Documents-DO NOTHING (SAVE)  

Search Committee Members-You may search & select Search Committee Members. 

If you are unable to find them, please contact Lori Bomboy (x1118) to add as a Search 

Committee Member. 

Search Chair- Select Search Chair (SAVE/NEXT) 

Search Chairs will be able to move applicants in the workflow (withdrawn, 1st 

interview/2nd interview, etc…)  

Evaluative Criteria- DO NOTHING (SAVE/NEXT)  

 



7. Select “TAKE ACTION ON POSTING” (orange button) 

 

Select from drop down box:  Initiate Vacancy-Supervisor OR Initiate Vacancy Dept. 

Head.  

 

8. The Supervisor OR Dept. Head will receive an email to review this position and move it 

in the workflow to Divisional Head/Senior Staff for approval.  

 

9. Once the position has been approved by Division Head/Sr. Staff an equity review   will be 

completed by the Director of Human Resources to make sure the position is in line in 

regards to salary with other similar positions at EC, then discussed at one of the HCRC 

weekly meetings and either approved or denied.  (DOES NOT APPLY TO FACULTY 

POSTINGS)  

 

10. Either approved or denied, the Search Chair/Head will receive a memo stating whether 

the position was approved or denied from the Employment Manager. (DOES NOT 

APPLY TO FACULTY POSTINGS)  
 

11. When approved, the position will be posted on our website and various other media 

outlet sources. 

 

TIME TO INTERVIEW! 

We have applicants, now what? 

Chose the APPLICANTS TAB to view all of the incoming applicants, application, 

resume/CV, cover letter and credentials.  Anything in BLUE you may click on to view. 

How do indicated who will be interviewed, who we called, etc… 

As a Search/Chair Head or Chair of the search you are able to move applicants within 

the workflow in PA according to their status in the search.  

Chose the APPLICANTS TAB 

Click on the applicants name in BLUE.  

Select Take Action on Job Application (orange box on right)  

Choose one of the following: 

 -1st interview is phone or zoom 

-2nd interview is on campus 

-Not Interviewed/Not Hired (if selected…the applicant will immediately receive a generic 

thank you email indicating they have not been selected as a finalist for the position)  

-Withdrawn (if applicant is no longer interested in the position) 

**Anyone interviewed in a 1st and 2nd interview capacity, should be called personally if 

not selected for the position by the Search Chair. 

 



 

 

 

Can I sort the records? 

Yes, for example…if you want to view all of the applicants who are in the 1st interview 

status, click on the small square next to the LAST NAME column.  That will select ALL of 

the applicants.  Hover above the Workflow State title and chose the UP arrow. This will 

combine all of the applicants together based on their current work flow status.  You can 

do the same thing to alphabetize.  

Please note, it is the responsibility of the Search Chair/Head and/or selected Chair of the 

search to monitor all incoming applicants, move applicants within the workflow in PA 

according to status, coordinate interviews and extend offer.  You will not receive an email 

that you have new applicants.  

 

We found a great candidate now what? 

Have you completed reference checks? 

Please contact Lori Bomboy, Employment Manager at x1118 to discuss.   

 

 After the verbal acceptance: 

1. Move all other applicants to the appropriate workflow :  

 

“not interviewed/not hired” (they will receive a system generated email);  

“withdrawn” (if they were offered the position and declined) 

“applicant no longer interested”    

1st interview-phone or zoom interview conducted 

2nd interview-on campus 

  

2. HR will CLOSE the position, so that no other applicants may apply.  

 

3. HR will complete background clearance checks as soon as the candidate verbally 

accepts an employment offer.  

 

4. HR will move the applicant in the workflow as HIRED. 

 

5. Any applicants who were interviewed via phone, zoom or on campus should be 

personally notified. 

 

 

6. The applicant will then receive an offer letter from HR office, unless it is a Faculty 

position, then letters are processed through Academic Affairs office.   

Congratulations your search is finally over! 


